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8b Secretary {Steno)] CAF«345 ,y(yﬂ”"
11 Central Intellipence Agency {
&, Orffice of the General Counsel ‘

Under genesrgl supervision of Assistant General Counsel,
P=7, sarves as aéératar&al szsistant, with responsibility for
performing & variety of duties, lneluding the malntenance of
1ielson wlth Archives, registries, end referencs services serving
the Office of Speclal Operations, Relleves aupérioﬁch burden
of office detall, enebling them to dew te full time to profes=
slonal and legal edvisory functlons,

Responsible for utllizing knowledge of office procedurss
and activitles, and discretion with regerd to security rsoulae
tions in giving out backeround Information on lemal matters of
the office, to quallfied reciplenta during the freguent shssnce
of superiors from office. Draws upon personsl knovledge of
subjfect under considerstion, or searches for and withdr#ws
desirod datr from files for verbal tramsmission to requester,
On mabtters requiring decision or action by superiors, hrlefs
sams end presente Lo appropricte stalf members,

Composes, and prepares for signature of superior, routine
memorenda and lebters, utllizing knowledge of 080 and CIA
operational procedures. Maintains suspense file for informae
tion of superiors, vertifies status of pending sases, preparing
follow-up letters, and drecking by phone ta dstermine when
soetion will be scompleted, or when rsquested informetlon is to

be forwarded,
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Performs research in the office files, relerence documents,
and records, in order to draw together data for use by superiors
in preparation of reports and opinions or in enswer %o informal
querles. HMaintalns in soourate and up=to=date stutus files,
records and publications for use by superior end other staff
members., Files legal refasrence texts and Government publiocpw
tions, ineluding Comptroller General's Deoislions, Public Laws,
Bureau of the Budgst Cireulars and Bulletins, and Federal
Register.

Responslble for the orgenization and maintensnce of a
card index Ille of CTA«0S0 publications by title, number, end
date of publication, and by subject matter. CReoss references
material to provide an up=to=date index on all regulations,

Answers telephonic inquiries. During frequent absence
of superiors, takes nessages, makes appointments, ené gives
informetion to visitors,.

Responsible for the proeessing of regords originating in
field installations, or brenches or 080y to Archives, Vorks
elesely with Archives personnel, furnishing them with supple=
mentary Iinformation on cases currently under process within
office. When determined fecessary, performs research work
in Archives in order to looate and dpraw together administrae
tive, personnel, snd finenolal data fopr uge in settlemont of
legel olaims and liquidation matters,

Takes and transeribes d1fficult dictation from superior,

end from his aaslistant, covering activities of il office of
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Assistant Genersl Counsel as they relate to 0850 activities and
over-all Agency operations and intelligence matters, Dictation
will inolude legal briefs, opinlons, declsions, letters, memo-
rende, wills, contracts, regulations, eto. Frepares in final
form Tor signaturs of superlior a variety of correspondence,
‘mamaranda, ete.

! Reaponsible for hendlinc Incoming mell, loecating pertinent
files, and roubling materiasl to members of staff, Prepsres
route 8lips or traunsmlittel memorands where necessary in the
handling of outgolng mall. Meintains check on expendsble und
nonexpondable supplies and equipment. Frepares memorsanda
requsesting the requisltioning of needed items by type and
amount,

Performs related dutles =s assipnod,
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